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Importing and exporting documents an SAP company

Procedure

1. Start the transaction using the menu path or transaction code.

Web Intelligence Rich Client

E: Web Intelligence Rich Client - [user - @IDD] |8 1'
File Edit ‘Wiew Insert Reporting Tools Data  Analysis  Window  Help

(2= Browse For documents to import ...

Import Document

Import new documents from the
repository

—
Business Objects

| H Connected ‘

2. Click Browse for documents to import....

You can import and export a Web Intelligence Rich Client document from or to a
public folder or your Inbox.

In this lesson, you import a document from your Inbox and then export the document
to a public folder or category.
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Once you have logged into the Web Intelligence Rich Client, hover your mouse over
Import a document from the repository to begin at the Import Document screen.

Import Documents

ﬂ Import Documents 5[
You use this dialog box bo rebrieve documents From the CMS,
I’% Categaries l e Search kitle - I p e
Tikle: I Size I Last Run I Chrier I Instances
(3 My Favarites
E Inbox
[} 7] Public Folders
Kl | H
Files listed below will be installed on your disk 4 Add |
Status Title | Size Last Run
R | )
Remove |
[~ werwrite imported Files Imparh | Close | Help |

Copyright 2008 Business Objects SA. All rights reserved. 20of 6



@
Objects

Importing and exporting documents an SAP company

3. Click the InboX tree item.

In the Import Documents dialog box, you choose which documents to import from the
Central Management Server.

4. Click the Sales Reven... list item.
5. Click Add.
6. Click Import.

7. Click the Click to continue link.

An information box confirms that the import was successful.

8. Click Open All.

Web Intelligence Rich Client

E Web Intelligence Rich Client - Sales Revenue by City _ 1754 - [user - @IDD] =& x|
File Edit Wiew Insert Reporting Tools Data  Analysis  Window  Help
WR=AL | v| ﬁl % ‘ B - & Ed\tQueryl 2 Refresh Data xl [T Track ) El ), oril 88

IGA e O AT EEHE R |Ev|@wew5tructurel illUU%j|PageK!|l_PHl
{ B EeBrfUuA & HEL: = E<]

5]

“wl Sales Revenue by City _ 1754 X

~Data [ Templates - Properties B

: Data 3

[l Sales Revenue by City _ 1754
Lol City
Lo vear
o Sales revenue Sales Revenue by City

oo o5 _____awos____
pustin | $561,123 $1,003,071 $1,135,479
5238,819 §$157,719 $237.169
Chicago 5737,914 51,150,659 $1,134,085

Colorado Springs §448 302 $768,390 843 584
m $427,245 $739,369 $203,421

$1.211,309 $1,990,449 §2.246,198

$982,637 §1,581,616 $1,656,676
i | $405,985 §661,250 $911,024
$1,667,606 $2,763,503 $3,151,022

$721,574 $1,201,064 $1,336,003

$693,211 $1,215,158 $1,053,581

-

-
3
Arranged by: Alphabetic order ~ = Repork 1 4 b B

Last Refresh Date: April 14, 2008 11:28:55 AM GMT-07:00| 5} Connected |
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9. Press [Enter] to continue.

You have successfully imported a document from your Inbox that was visible only to
you. Now, you can save this document to a public folder on the Central management
Server to share it with others.

Press [Enter] to continue.

10. Click the File menu.

11. Click Export to CMS....

Export Document

xq

¥au use this dialog box ko export the current dacument ko Ehe CHS,

Document name; Sales Revenue by City 1754

| | Folders r% Categaries Xl &
E|$ Home:

@ My Favaorites

F#H[; ) Public Falders

Iy Select a target folder

| Exparh I Zancel Help
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12. Click the + before the Public Folders tree item.

In the Export Document dialog box, you choose where you would like to save the
document on the Central Management Server.

13. Click the eFashion Sales Documents list item.

Export the document to the eFashion Sales Documents folder.

14. Click Export.

15. Click Close.

An information message indicates that the Export was successful.

Web Intelligence Rich Client

ﬂ ¥eb Intelligence Rich Client - Sales Revenue by City _ 1754 - [user - @IDD] = LI
File Edit Wew Insert Reporting Tools Data  Analysis  Window  Help
O - ‘ 5| iii} | ~ @ Edit Query | = Refrash Data Xl [V Track E ﬁ‘ ), oril @
B9 AT -[EE - \-|E-|@Viawstru:turel ifrone =] | page W 4] )Hl
: Bl FmzujA-8-Ei-£E====-/FR<]
“w| Sales Revenue by City _ 1754,; ] E
- Data | Templates - Properties -
i Data 7

[=}-4 Sales Revenue by City _ 1754

Ll ity
7 Year
i uw Seles revenue Sales Revenue by City
o ows oo
§561,123 $1,003,071 §1,135.479
$238,819 $157,719 $287,169
§737,914 $1,150,653 1,134,085
Colorade Springs $448,302 $768,380 $243,584
$427,245 $739,369 $803,421
$1,211,309 §1,990,443 §2,246,193
§932,637 $1.531,616 $1.656,676
$405,985 $661,250 §811,924
$1,667,696 $2,763,503 $3,151,022
§721,574 $1.201,064 $1.336,003 2
$693 211 $1,215,158 51,053,581
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16. Press [Enter] to continue.

The document is now a public document.

Press [Enter] to continue.
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